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 7 DEdPsych: Request for Leave of Absence
Please return completed forms to dedpsych@exeter.ac.uk.; a.j.richards@ex.ac.uk; m.tunbridge@ex.ac.uk



	Student ID Number

	Name

	Date(s) for which leave is requested


	

	Reason for requesting leave



	
	
	

	Steps you will take to ensure that you remain up to date with course requirements



	
	
	

	Signed

	
	Date request submitted


	
	
	

	
	
	

	Agreed
	
	Signed (course team)


	

	
	
	
	

	
	
	

	Not agreed







	
	Date

	

	
	
	
	

	
	
	
	

	
	
	Date register annotated

	

	
	
	
	



We are obliged to inform the DfE of all absences.  If you take leave which has not been authorised, the DfE may well take action that could affect your bursary.
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SPECIAL LEAVE  

PERSONAL ILLNESS / HEALTH/ DISABILITY  

   Breakdown of care of depend e nt      Attendance for child’s first day at (new)  school      Serious illness of close relative      Compassionate leave for close relative      Attendance at interview for EP post      Bereavement including funeral of close  relative      Religious observance (according to local  authority procedures)      Representation at authorised committee  

Explanatory email to Programme  director   with time request ( 1 week in adv ance  where possible)       Programme director email  re p ly/authorisation 1  –   5 days (cc  Dedpsych@ex.ac.uk )       Programme a dministrator notes on  attendance record       RETURN TO STUDY     Optional  days from p rogramme  director (up  to 15 days) THEN   INTERRUPTION   -   refer to  type   3   –   mandatory progress review  

Type   1   0 - 5 days   DOWNLOAD SELF  CERTIFICATE FORM     SEND THE SELF CERTIFICATE FORM  TO THE PROGRAMME  ADMINISTRATOR     ADMINISTRATOR COMPLETES THE  FORM     ADMINISTRATOR RECORDS NOTES  OF ATTENDANCE RECORD  

Type   2   6 - 20 days   DOCTOR’S NOTE REQUIRED     SEND DOCTOR’S NOTE TO THE  PR OGRAMM E ADMINISTRATOR       PRO GRAMME DIRECTOR CHECKS  NOTE ;  IF 4   WEEKS ,   REQUEST  INTERRUPTION     PROGRAMME ADMINISTRAT OR  RECORDS ABSENCE ON  ATTENDANCE   RECORD AND FLAGS  IF ATTENDANCE, 95%     PROGRESS REVIEW AND POSSIBLE  O CCUPATIONAL  H EALTH (OH)   REFERRAL   Type   3   21+ Days   DOCTOR’S NOTE REQUIRED       STUDENT  TO DISCUSS SITUATION  WITH SUPERVISOR/VISITING TUTOR  AND OPTION S  FOR FURTHE R SUPPORT  WITH PR OGRAMME ADMINISTRATOR       ONCE AGREED  STUD ENT  COMPLETES  INTERRUPTION OF STUDY FORM  IN  MYPGR       SUPERVISOR  AND PGR SUPPORT  TEAM  APPROVE   REQUEST THROUGH  MYPGR       PROGRAMME ADMINISTRATOR  RECORDS   RETURN TO STUDY  DAT E         OH REFERRAL AND PROGRESS REVIEW  ON RETURN  


Microsoft_Word_Document.docx
Type 3

21+ Days

DOCTOR’S NOTE REQUIRED





STUDENT TO DISCUSS SITUATION WITH SUPERVISOR/VISITING TUTOR AND OPTIONS FOR FURTHER SUPPORT WITH PROGRAMME ADMINISTRATOR





ONCE AGREED STUDENT COMPLETES INTERRUPTION OF STUDY FORM IN MYPGR





SUPERVISOR AND PGR SUPPORT TEAM APPROVE REQUEST THROUGH MYPGR





PROGRAMME ADMINISTRATOR RECORDS RETURN TO STUDY DATE 





OH REFERRAL AND PROGRESS REVIEW ON RETURN

Type 2

6-20 days

DOCTOR’S NOTE REQUIRED



SEND DOCTOR’S NOTE TO THE PROGRAMME ADMINISTRATOR





PROGRAMME DIRECTOR CHECKS NOTE; IF 4 WEEKS, REQUEST INTERRUPTION



PROGRAMME ADMINISTRATOR RECORDS ABSENCE ON ATTENDANCE RECORD AND FLAGS IF ATTENDANCE, 95%



PROGRESS REVIEW AND POSSIBLE OCCUPATIONAL HEALTH (OH) REFERRAL

PERSONAL ILLNESS / HEALTH/ DISABILITY

Type 1

0-5 days

DOWNLOAD SELF CERTIFICATE FORM



SEND THE SELF CERTIFICATE FORM TO THE PROGRAMME ADMINISTRATOR



ADMINISTRATOR COMPLETES THE FORM



ADMINISTRATOR RECORDS NOTES OF ATTENDANCE RECORD

SPECIAL LEAVE

Explanatory email to Programme director with time request (1 week in advance where possible)





Programme director email reply/authorisation 1 – 5 days (cc Dedpsych@ex.ac.uk)





Programme administrator notes on attendance record





RETURN TO STUDY



Optional days from programme director (up to 15 days) THEN INTERRUPTION  - refer to type 3 – mandatory progress review

· Breakdown of care of dependent

· Attendance for child’s first day at (new) school

· Serious illness of close relative

· Compassionate leave for close relative

· Attendance at interview for EP post

· Bereavement including funeral of close relative

· Religious observance (according to local authority procedures)

· Representation at authorised committee

ABSENCE FROM STUDY

(UNIVERSITY AND PLACEMENT)
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